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Procedures



LARA Work Rules 

Å The purpose of work rules is to set 

standards of behavior that the department 

expects of all employees. 

Å Violation of work rules may lead to 

corrective and/or disciplinary action.

Å The work rules serves to provide examples 

of situations for which an employee may be 

counseled or disciplined. This list is not 

considered to be all inclusive.

LARA Work Rules Link

https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Documents/LARA-Work-Rules.pdf


LARA Employee Handbook, Policies 
& Procedures

Å The LARA Employee Handbook provides employees 

with information about their employment with the 

department as well as the State of Michigan. 

Å Links are provided to specific policies, procedures 

and related forms for your use. 

Å Topics covered include: pay and fringe benefits, 

attendance and leave usage, conduct and 

responsibilities, personnel practices, employee 

relations and other department policies that may 

impact employee behavior or conduct.

LARA Employee Handbook LinkLARA Policies Link

https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Documents/LARA-Employee-Handbook.pdf
https://stateofmichigan.sharepoint.com/teams/insidelara/OHR/Pages/Forms-Policy/General-Policies.aspx


Drug and Alcohol Testing 
Under Civil Service Rule 2-7, LARA Policy G-10

Å All newly hired state classified, and unclassified employees are subject to pre-

employment drug testing.

Å All classified and unclassified employees are subject to reasonable suspicion 

drug and alcohol testing. 

Å In addition, if you occupy a test-designated position, you may be subject to 

random and/or post-accident drug and alcohol testing. 

Å Employees testing positive for drugs (including medical and/or adult use 

marijuana) are subject to dismissal. 



Equal Employment Opportunities Policy G-13

It is the policy of the State of Michigan and the department to 

pursue equal employment opportunity regardless of race, religion, 

color, sex, sexual orientation, height, weight, marital status, 

national origin, age, disability, genetic information or partisan 

consideration, as defined by federal and state law in the 

departmentôs relationship with applicants for employment, 

employees of the department and the public in all aspects of 

employment including recruitment, selection, retention and 

promotion. 



Discriminatory Harassment Policy G-08

Å The State of Michigan and the department firmly support the prevention and 

elimination of unlawful harassment in the employment environment. The 

departmentôs harassment reporting procedures provides notice to our 

employees of the necessary action they must take to address any violation 

of this policy. 

Å Discriminatory harassment means unwelcomed advances, requests for 

favors and other verbal or physical conduct or communication based on 

religion, race, color, national origin, age, sex, sexual orientation, 

height, weight, marital status, partisan considerations, disability or 

genetic information. 

Å All departmental employees are responsible for conducting themselves in an 

appropriate manner.



Discriminatory Harassment Policy G-08

Å As LARA employees, we are expected to promote a respectful workplace by 

exhibiting common courtesy and following the requirements of various 

governmental rules and regulations, including the LARA Discriminatory 

Harassment Policy.

Å The new hire discriminatory harassment training you may have already 

completed through the State of Michigan Learning Center, is required to be 

completed by all LARA staff on an annual basis.

Å By keeping this topic at the forefront of our minds, we will be able to continue 

to foster a healthy, productive working environment. 



LARA Dress Code Policy G-09

Å LARA employees must maintain a neat, well-groomed and professional appearance 
that is appropriate for their job functions. 

Å Attire should always be appropriate to the work to reflect a professional image of the 
department. 

Å Business casual clothing, including jeans, may be worn on any day of the week if 
the employee does not have any external meetings.

ïExamples of acceptable clothing include, but are not limited to:
ÅJeans, capris, slack, khakis, corduroys, conservative-length dresses and skirts

ÅDress shirts or blouses, sweaters, polo shirts, blazers

ÅClothing available for purchase at the LARA online store

ÅLoafers, boots, flats, heels, dress sandals, casual or leather shoes



Reasonable Accommodations

Å Reasonable accommodations are changes to a job, the work 

environment, or the way things are usually done that allows a qualified 

individual with a disability to apply for a job, perform the essential job 

functions, or enjoy equal access to benefits available to others in the 

workplace.

Å CS-1668, Disability Accommodation Request and Medical Statement 

form available on the LARA Office of Human Resources website.

Å Requests should be submitted to Amanda Satkowski in the LARA 

Office of Human Resources 

ï Phone: 517-449-8623

ï Fax: 517-284-9953

ï Email: satkowskia@Michigan.gov

mailto:satkowskia@Michigan.gov


Probationary and Annual
Performance Reviews



Probationary Performance Reviews
Å NEOGOV PE (Perform)

Å New hires without status will be evaluated and rated on their performance, 
based on the identified job performance objectives and competencies at the end 
of three (3) calendar months, six (6) calendar months, and twelve (12) calendar 
months.

Å Current employees with status promoted to a new position must serve a 
minimum probationary period of twelve (12) calendar months.

Å A full-time employee who is promoted is given a probationary service rating at 
the end of six (6) calendar months and twelve (12) calendar months.

NEOGOV Link

https://performance.neogov.com/dashboard


Probationary Performance Reviews (continued)
Å Shortly after you begin work, your supervisor will explain and review with you some specific job performance 

objectives and/or competencies.  These performance objectives and competencies will be entered in the 
ǎǘŀǘŜΩǎ ƻƴ-line performance management tool accessible through your MI HR Self-Service account. 

Å You will be required to review and certify the performance plan; your certification on the form indicates that 
you were made aware of the job performance objectives and competencies that are significant elements of 
your job. 

Å At the end of the review period, your supervisor will rate your performance and discuss the rating with you.  
Probationary reviews are graded as (1) High Performing, (2) Meets Expectations, or (3) Unsatisfactory.



Probationary Performance Reviews



Probationary Performance Reviews
OBJECTIVES



Probationary 
Performance Reviews

COMPETENCIES



Probationary Performance Reviews (continued)

Å ¸ƻǳ Ƴǳǎǘ ƘŀǾŜ ŀ άǎŀǘƛǎŦŀŎǘƻǊȅέ ǊŀǘƛƴƎ ǳǇƻƴ ŎƻƳǇƭŜǘƛƴƎ ǘǿŜƭǾŜ ŎŀƭŜƴŘŀǊ ƳƻƴǘƘǎ ƻŦ 
work in order to satisfactorily complete the probationary period.  

Å Your probationary performance reviews become a permanent part of your record and 
are saved as a historical review in the performance management system. 

Å Your performance reviews can have an important bearing on your eligibility for salary 
increases and promotional opportunities.

Å LŦ ȅƻǳ ŀǊŜ ƎƛǾŜƴ ŀ ǊŀǘƛƴƎ ƻŦ ά¦ƴǎŀǘƛǎŦŀŎǘƻǊȅέ ŘǳǊƛƴƎ ȅƻǳǊ ǇǊƻōŀǘƛƻƴŀǊȅ ǇŜǊƛƻŘΣ ȅƻǳ Ƴŀȅ 
be separated from your job.  In such case, your supervisor and the Office of Human 
Resources may make a determination to separate you before completion of your 
probationary period.



Annual Performance Review

Å Once you have completed your probationary period, your performance will be formally 
evaluated at least annuallyby your supervisor.

Å The annual performance review process for employees who have completed their probationary 
period is the same as that described for probationary reviews. Annual ratings are graded as (1) 
High Performing, (2) Meets Expectations, or (3) Needs Improvement.

Å Your annual performance reviews become a permanent part of your record and are saved as a 
historical review in the performance management system.  

Å If your classification is part of a series (such as a GOA 5-7, Department Analyst 9-11) at the 
completion of each satisfactorily completed 2,080 hours, you may be eligible for a 
reclassification to the next higher level within the series. 



SIGMA Employee Self 
Service (ESS), Time

and
Miscellaneous Information



Pay Periods and Pay Dates

Å Pay periods are two weeks long, beginning on Sunday and ending on Saturday. 

Å Pay dates are the second Thursday of each pay period.  The pay dates are shown on the Michigan State University 
Federal Credit Union.

Pay Checks

Å New employees receive their first paycheck during their second pay period of employment.  For example, if you 
start work on the first Monday of  a pay period, you will work three (3) weeks and four (4) days before you get your 
first paycheck for the first two weeks worked.

Å Your first paycheck is mailed to your home.

Å Pay Earnings Statements can be accessed in your MI HR Self-Service account.  You will normally be able to see your 
earnings statement in self-service the Friday before pay day.

https://media.msufcu.org/publicsites/publicsite/documents/niywqt57ate0qdtwtfv5.pdf
https://media.msufcu.org/publicsites/publicsite/documents/niywqt57ate0qdtwtfv5.pdf


Direct Deposit Required
All employees hired by the state after 10/1/2002 are required to have their paychecks direct deposited in a financial 
institution of their choice.

Human Resources will set up the default account from the information provided by the employee on the 3487 Form.

You can set up additional direct deposits in your MI HR Self-Service account or by contacting the MI HR Service Center 
at 877-766-6447. Your paycheck can be deposited in up to five (5) accounts (including your default account). 



Overtime Pay

ÅEligible employees receive overtime pay based on the provisions of the applicable collective 
bargaining agreement or Civil Service Rules and Regulations.

ÅThe overtime pay rate is typically 1½ times your normal hourly rate. 

ÅUse of annual leave and sick leave are not considered as time worked when determining 
eligibility for overtime pay.

ÅOvertime hours must be approved prior to being worked. 



Paid Holidays

ÅFull time classified employees receive eight (8) hours pay for each paid holiday.

ÅPaid holiday hours are pro-rated for less than full-time employees.

ÅSee Civil Service Regulation 5.08for information regarding eligibility for holiday pay.

ÅLŦ ŀ ƴŜǿ ŜƳǇƭƻȅŜŜΩǎ ŦƛǊǎǘ Řŀȅ ƻŦ ǿƻǊƪ ƛǎ ǘƘŜ Řŀȅ ŀŦǘŜǊ ŀ ǇŀƛŘ ƘƻƭƛŘŀȅΤ ǘƘŜ ƴŜǿ ŜƳǇƭƻȅŜŜ ƛǎ ƴƻǘ 
entitled to pay for that holiday.

ÅNon-career employees (such as student assistants) are not eligible for holiday pay.

ÅSee next slide for a listing of paid holidays.

http://www.michigan.gov/documents/SPDOC_05-03_Reg_5_120538_7.08.pdf


Eligible state employees receive 13 paid holidays each year:

ÅNew Years Day

ÅMartin Luther King Day

ÅPresidents Day

ÅMemorial Day

ÅJuneteenth 

Å Independence Day

ÅLabor Day

ÅVeterans Day

ÅThanksgiving

ÅThe day after Thanksgiving

ÅChristmas Eve

ÅChristmas

ÅNew Years Eve

ÅGeneral Election day (even numbered years)


